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FC Writing Teacher's Book: 





FCE Paper 2 — Writing: Marking 


Marking criteria 


The table below is based on the marking criteria for Paper 2 of the First Certificate Examination by the 


University of Cambridge Local Examinations Syndicate. 





Band 5 | Full realisation of task set shown by: 


¢ Coverage of points required with evidence of 
original input. 

¢ Wide range of structure and vocabulary 
demonstrating control of language. 


* Coverage of points required with sufficient 
detail. 





¢ Good range of structure and vocabulary; 
generally accurate 


Band.4 | Good realisation of task set shown by: 


¢ Clear organisation with a variety of linking devices. 
e Presentation and register wholly appropriate to 
purpose and audience throughout. 


Overall: a very positive effect on the target reader. 


+ Effective organisation; suitable linking devices. 


¢ Presentation and register appropriate to purpose and 
audience. 


Overall: a positive effect on the target reader. 





Band 3 | Task set is reasonably achieved by: 
¢ Coverage of main points required. 


« Adequate range of structure and vocabulary; 
some errors. 


e Adequate organisation; simple linking devices 


« Presentation and register on the whole appropriate to 
purpose and audience. 


Overall: a satisfactory effect on the target reader 





e« Some omissions and/or irrelevant material. 


¢ Range of structure and vocabulary rather 
limited: errors may obscure communication. 


Band 2 | Task set attempted but not adequately achieved because of : 


¢ Inconsistent organisation: few linking devices. 


¢ Unsuccessful attempts at appropriate presentation 
and register. 


Overall: message not clearly communicated to target 
reader. 








Band 1 | Task set not achieved because of: 


¢ Notable omissions and/or considerable 
irrelevance. 


¢ Narrow range of vocabulary and structure: 
little or no language control. 


¢ Little or no awareness of appropriate presentation 
and register. 


Overall: a very negative effect on the target reader. 











} Band 0 | Too littic language for assessment 











Marking scheme explained 


This is a banded criterion-referenced marking scheme, so 
all criteria stated in Band 5 apply to all the bands, but at 
a progressively lower level each time. Band 0 is almost 
never used, and is reserved for those exam papers that 
are not complete enough to assess. 


Realisation of task through 4 main 
criteria: 


1 Coverage of points required. 
This involves writing material relevant to the question 
as well as including all the points required by the 
question. This criterion is entirely concerned with the 
content of the answer. 


2 Wide range of grammatical structure, wide range of 
vocabulary, control (i.c. accuracy) of grammatical 
structure, control of vocabulary. 

In this one criteria. both range and accuracy of both 
grammar and vocabulary are assessed. This effectively 
shows the relative importance of these issues in 


answers. We can assume that grammatical accuracy, 
for example. is worth one quarter of one criterion. 

3 Clear organisation with a variety of linking devices. 
This criterion includes paragraph organisation, with a 
topic sentence when needed, and relevant supporting 
details. relating to one clear topic per paragraph. 
Paragraphs should also be in a logical order, and the 
use of a variety of connectors within and across 
paragraphs is assessed. 





4 Presentation and register appropriate to purpose 
and audience. 
This criterion is concerned with the appropriate 
format (letters and reports have a distinctive 
presentation format) and with the selection of the 
appropriate tone and style according to the purpose 
for writing, and target reader. 


Overall effect 


The answer should also be assessed on an overall effect. 
as well as the more analytical criteria above. 











Informal letters 


Making contact and giving news 


1 Read the question 


Make sure that students underline the target reader, the 
main topic, the text type, and the purpose for writing 
each time they look at a question. 


1. In an English-speaking country 

Studying 

A friend 

One topic (the school), two different aspects 


vA kh WN 


Cc 


2 Think about your reader 


This section can be done quite quickly in each unit. Get 
students to focus on the question again, and make the 
point that writing for the reader is an important 
assessment criterion. 


1a; 2c; 3b; 4b 


3 Brainstorm the topic 


Get learners to discuss in pairs or groups and make notes 
on their own ideas. The Vocabulary section which follows 
will add to and organise the students’ vocabulary on the 

same topics. 


4 Think about vocabulary 


a Students should first put their brainstorming ideas 
into the table, and then complete the table with the 
words in b. 

b Building/Classrooms 

Positive: brightly decorated, spacious 

Negative: cramped, depressing, gloomy, noisy 

Classmates 

Positive: friendly, fun, funny, helpful, interesting, kind, 

Negative: boring, noisy 

Teachers 

Positive: encouraging, helpful, kind, interesting, friendly, 

fun, funny, motivating, well organised, 
stimulating 

Negative: disorganised, boring, strict, demanding 

Lessons 

Positive: interesting, fun, helpful, motivating, stimulating, 

well organised 

Negative: boring, disorganised, long, noisy 

Facilities 

Positive: well organised, helpful, 

Negative: disorganised, 

Location 

Positive: spacious 

Negative: gloomy, noisy 


5 Think about your introduction 


a Students should underline ‘How are you?’ Look at 
the Writing Bank, and/or elicit other greetings. 
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b Olga also gives recent news about her busy time 
getting ready to go to England. 


c Suggested answers 

1 ‘Thanks for your long letter. It was really great to 
hear all your news, after not hearing from you for 
ages. Congratulations on passing your driving 
test!” 

2 ‘How are things with you? I’m sorry I haven't 
written for so long, but I have been taking some 
very important exams at school, and I have had to 
stay up late studving every night for the past 
month! I’m glad it’s all over now, so that I can 
finally reply to vour last letter.’ 


6 Think about paragraphing 

Extract 2 is easier to read, because it has put positive 
ideas in one paragraph. and negative ideas in the other. 
Extract 1 mixes the topics and has no paragraphs. 


7 Read a model text 
Paragraph 2: d, b, f 
Paragraph 3: ¢, e, a, g 


8 Think about your conclusion 

a Olga invites Anna to visit her and asks her to write 
back. 

b 1 1 sending; 2 write: 3 tell; 4 news 


2 1 give/send; 2 parents. brother, etc; 3 write; 
4 next summer. the holidays, etc. 


3 1 like, love; 2 come; 3 soon, back soon 


9 Think about language 
I'm sorry I haven’t written ... 
I’m very interested ... 

I'm looking forward to seeing ... 
Please tell me .. 

.. when [ arrive. ... 

... what did you see there? 
I have been waiting to ... 





Sn anh won = 


I arrived in London ... 


Exam practice 


Get students to look at the checklist questions, and make 
a plan for the composition. This can be done in pairs or 
groups. The writing of the composition can be done 
individually, or as a co-operative effort. Students can 
exchange papers to edit each other’s work for errors. An 
alternative is to discuss the planning in class, and then 
students can do the writing for homework. Peer editing 
can be done in the next lesson. if desired. 


Further practice 


The same procedure can be followed as in Exam practice, 
or this section can be used as a progress test for the unit. 
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Informal letters 





__ Giving advice 


1 Read the question 
1 areply 
2 Where to go and what to pack 


2 Think about your reader 
1 An English pen friend 

2 a,b 

3 bd 


4 Think about vocabulary 


b 1 raincoat; 2 scarf; 3 sweater; 4 boots; 5 gloves; 
6 skis; 7 swimsuit; 8 sandals; 9 sunglasses; 
10 trainers; 11 snorkel and mask; 12 shorts 


5 Read a model text 
The answer includes a, b, e. 


6 Think about paragraphing 
a 4 paragraphs 
b Paragraph 1: b 
Paragraph 2: c, g,h 
Paragraph 3: e, i 
Paragraph 4: a, d, f 
c This is the chance for students to use their personal 


knowledge to write. This can be done in pairs/groups 
to generate ideas for the notes. 


d Students should use the model outline in b, and 
transfer their notes to an organised format. 


7 Think about topic sentences 


b 1 Topic sentence — ‘The West coast of Scotland is a 
wonderful place.’ 4 details — beaches, sunsets, 
scenery, people 


2 Topic sentence -‘You asked me what you should 
pack.’ 3 details - clothes, weather, camera 


c Students can now look back at their outline they 
made in 6d, and write topic sentences for each 
paragraph. They can also look at the details they have 
for each paragraph. Once the topic sentence has been 
written, they may need to add more details to the 
outline. 


8 Think about language 

b Suggested answers 

1 If I were you, I'd bring plenty of suntan lotion, as the 
sun is very strong. 

2 You should avoid Mykonos, because it’s very crowded 
and expensive. 

3 If you want a good restaurant, try Chez Michel. 

4 IfI were you, I'd stay in a guest house, as they are 
very clean and good value for money. 


5 If you want an exciting nightlife, don’t forget to go to 
the Club Copacabana. 


6 If you want to see all the coastline, you should hire a 
boat. 


7 You shouldn’t visit in August, because the weather is 
too hot. 


8 IfI were you, I'd travel by taxi, because the buses are 
too slow and unreliable. 


Informal letters 


Describing an object | 


1 Read the question 





1 A reply 
2 A new stereo or a new computer 
3 ace, 


4 your other news 


2 Think about your reader 
b 


4 Think about vocabulary 





Car economical, high-tech, fuxurious, reliable, 
roomy, smart, stylish, upmarket, 





TV bulky, high-tech, portable, smart, state-of 
the-art, upmarket 





Stereo bulky, compact, efficient, high-tech, 
portable, smart, state-of-the-art, upmarket 





Bicycle compact, smatt, 





Motorbike | economical, reliable, smart, stylish, 
upmarket 





Computer | bulky, compact, efficient, high-tech, 
portable, smart, state-of-the-art, user 








friendly 

Trainers fashionable, roomy, smart, stylish, trendy, 
upmarket 

Watch bulky, fashionable, high-tech, smart, state- 











of-the-art, stylish, trendy, upmarket 





b Students should write about two or three of their own 
possessions. The order of adjectives may need to be 
revised — see the Writing Bank, FC Writing Students’ 
Book page 124. 


5 Read a model text 


a_ No. The topics are mixed up in the two main body 
paragraphs. 
b Topic sentences: 
1 Thanks for your letter. 
2 Now for my news. 
3 [ finally decided on a computer rather than a 
stereo. 
4 That’s all for now 


¢ Underline: | went on a short trip ... rearranging my 
room. + I also went to a beach party ... midnight! 














d= Circle: It also makes writing ... change anything I 
write. + It’s a portable, compact notebook ... just 
about anywhere! 


e Once students have managed to sort out the mixed 
topics, they should have the table completed in an 
organised fashion. It is then a simple matter of 
writing out the letter from the table outline. Students 
can also be encouraged to add linking or connecting 
words, and think about the order of the details. ( e.g. 
in paragraph 3, the description of the computer may 
be better immediately after the topic sentence.) 


6 Think about connectors 


aa) reason ~ because, as, 
b) result — so, as a result 
b Suggested answers 
1 I bought a new stereo, as my old one was beyond 
repair. 
2 I went to my grandmother’s house, because I 
hadn’t seen her for ages. 
3 I decided to buy a computer; as a result, I finished 
my homework in half the time. 
4 I watched TV all night, so I was too tired to do 
well in my exam. 
5 Ispent hours on the Internet; as a result, my 
phone bill was huge! 
6 I bought a new bicycle, because I couldn’t stand 
travelling by bus. 


7 Think about tenses 
a Underline: haven't written, has made, went, enjoy, 


found, had bought, went, 
b td; 2d; 3c; 4b; 5c,a; 6c 














Formal letters 


i . a t 




















2 Think about your reader 
1 No; 2 No; 3 business; 4 a,b,c, f,h,i; 5a 


3 Brainstorm the topic 


1 Other possibilities: housewives with children at 
school, someone with another part-time job, a high 
school student wanting a summer job, etc. 

2 Other possibilities: good knowledge of local tourist 
attractions, travel routes, accommodation, etc. Good 
telephone skills. 

3 Other possibilities: organised, calm, outgoing, polite, 
a good listener, understanding, etc. 


4 Compare two model texts 


a 18; 2 Letter A uses contractions, B uses full verb 
forms; 3A; 4B; 5A 


b B 


“y 





5 Think about style 


a Underline: 


1 
2 


> Ww 


6 


7 


‘I am writing to apply for the job ... Daily News.’ 


*... and would like the opportunity to practise my 
languages with foreigners.’ 


‘T also speak some Italian.’ 


‘I worked as a tourist guide last summer, with 
Blue Sky Holidays, which I enjoyed very much.’ 


‘... [would say that I have a good knowledge of 


’ 


‘I can be contacted at the above address ... your 
reply.’ 
‘Yours Faithfully, Simon Garrett.’ 


b 1 completed; 2 opportunity: 3 gain; 4 valuable; 
5 considering; 6 I have a good knowledge of; 
7 I can be contacted; 8 I look forward to your reply. 


c 1 received; 2 enjoyable; 3 was impressed by; 
4 fluently; 5 I am willing to work; 6 I am available 
for work; 7 attend; 8 considerable 


6 Think about paragraphing 




















Paragraph | Main Topic Details 
r } 
1 Purpose for writing | information officer, 
Daily News 
2 Why interested in help with studies, 
job experience, career 
3 Previous experience |} like people, guide, 
knowledge 
4 
4 Conclusion contact details 














7 Think about grammar 


a_ In the first sentence, which refers to ‘job’. 
In the second, which refers to the whole of the first 
clause. 


b 1 


I went to America last summer, where I improved 
my English a lot. 


I worked with Mr. Andrews, who taught me how 
to use a computer. 


I am studying French, which I enjoy very much. 
I enclose the names of two people who can give 
you references for me. 


I work in an office where there are many foreign 
visitors, 
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Formal letters 
~""" Making a request 





1 Read the question 
b, d 


2 Think about your reader 


1 Mr. Wilson; 2c; 3c; 4, or possibly a, if a good 
relationship was established. 


3 Brainstorm the topic 


This is an exercise in visualisation. If students do not 
have their own experiences to draw upon for ideas, then 
they need to exercise their imagination. Get students to 
close their eyes, and build up a realistic picture of the 
people and objects in the situation. For the character of 
Mr. Wilson, ask the students to describe him — How old is 
he? What colour hair? Married? Personality? and so on. 
An alternative is to bring in magazine pictures of different 
people, and ask students to choose which ‘picture’ they 
would like to write to. 


4 Read a model text 


Yes, the greeting and ending are appropriate, and so is 
the style. 


5 Think about paragraphing 





a 
Paragraph Topic sentence Details | 





bt 


1 Introduction | Tam writing to | advice, fruit 
thank you very 
much for 

making my stay 


so enjoyable. 





= 


2 Request to I wonder if I glasses — gold 


find glasses could ask you a | frames, red 
favour. plastic case, 
restaurant 
4 op 





3 Request to If you manage registered mail, 





post to find ... home | pay for postage, 
address? how much? 
cheque 
4 Conclusion contact if 











problems, thanks 








6 Think about topic sentences 

a 1b; 2a; 3c 

b This is an open-ended task, so spend some time 
discussing what details would be appropriate before 
students write. 
Suggested answer for 1 
The holiday brochures are very helpful, and the map 
will be very useful for me when I get there. 

c Suggested answers 
1 Jam writing to thank you very much for making 

my trip so pleasant. 


2 Unfortunately, when I got home, I realised that I 
had left my pen behind. 


3 Luckily, my sister/mother/friend is going to 
London next month. 


7 Think about vocabulary 


1 Thank you for your generosity in spending so 
much time with me. 


2 Thank you for your helpfulness when | needed to 
know something. 


3 Thank you for your hospitality during my stay in 
your hotel. 

4 Thank you for your patience with my terrible 
English! 

5 Thank you for your efficiency in sending me the 
brochure so quickly. 

6 Thank you for your encouragement when I tried to 
speak English. 

7 Thank you for your co-operation when I had to 
change my hotel booking. 


8 Thank you for your sympathy when I received the 
bad news. 


8 Think about language 


a Underline: 
¢ could you please ... 


¢ Would it be possible for you to ... 

e J would be very grateful if you could ... 

The verb form used is the past conditional. 
b Suggested answers 


1 Could you please arrange for a taxi to meet me at 
the airport? 


2 Would it be possible for you to give me a lift to 
the station? 


Could you please tell me how much it will cost? 


> Ww 


Would it be possible for you to look for my jacket? 


5 I would be very grateful if you could send me some 
information about your school. 


Formal letters 
A letter to the editor 


1 Read the question 


1 Traffic in city centres; 2 Traffic must be kept out of city 
centres; 3 b, and maybe a, as supporting details 


2 Think about your reader 
1 The editor, and the reading public 
2 Dear Sir, Yours faithfully 

3 Formal 


3 Think about vocabulary 

Vehicles: bus, coach, lorry, motorbike, van 

Problems: air pollution, asthma, exhaust fumes, noise 
pollution, the rush hour, traffic jam, 





Fuel: diesel, unleaded petrol 

Places to drive/walk: bypass, crossroads, junction, 
motorway, pavement, 

Parking: car park, to park 

Adjectives: crowded, filthy, frustrating, noisy, smelly, 

People: cyclist, driver, pedestrian, 


b 
Adjective Can describe: 
Frustrating traffic jams, the rush hour, 


Filthy exhaust fumes, air pollution, 


Smelly exhaust fumes, air pollution, lorries 
Crowded motorways, pavements, bus, car park 
Noisy lorry, the rush hour 


5 Read a model text 
1 The writer agrees with the Ictter. 
2 Formal 


6 Think about paragraphing 


a5 
b (The ideas already on the ideas map are in brackets 
below) 


Paragraph 2: Pollution — health improved — trees and 
plants 


Paragraph 3: Effects on people — tired. frustrated — 
traffic jams — public transport and walking 


Paragraph 4: Parking — cars on pavements — 
pedestrians in road — safe shopping 


7 Think about language 
a Ulmderline: 


e I believe 
¢ Jam strongly in favour of 
¢ | think 


I do not agree/T disagree 
I am strongly against 
It’s wonderful/good/ete. 


> wn 


8 Think about your introduction 
Encourage students to discuss their opinions, and then 
write an introduction, using the language in 7. 
Suggested answer for 1 


I have read a letter in your newspaper about the lack of a 
recycling scheme in our town. I completely agree with the 
writer ~ our council should do something about this 
immediately. 


9 Think about grammar 
a No 
b Underline: 


were banned, would not be, would flourish, were, 
would use, would be 


10 Think about connectors 
a Underline: 
‘Firstly, we have ... in our city.’, ‘Furthermore, many 
people ... work.’ , ‘Finally, parking ... in the road’ 
b Circle: 
Firstly, Furthermore, Finally 





FC Writing Teacher’ 


Transactional letters 





Asking for information 


1 Read the question 


a The differences are that there is an extended input 
text, which contains points that must be used in the 
answer. 


b 1, 2,4, 5, 7, 8,9, 11, 


2 Think about your reader 


a Informal letters: Dear, Best wishes, Love 
Formal letters: | Dear, Yours sincerely, Dear 
Sir/Madam, Yours faithfully, 


b Dear Sit/ Madam, Yours faithfully 
Formal 


3 Think about vocabulary 


Places to stay: bed & breakfast. campsite, caravan. guest 
house, top-class hotel, 


Hotel facilities: beauty salon. gym. lift. room service. 
sauna, tennis court 


Summer activities: buying souvenirs, diving. sailing, 
sightseeing, sunbathing, surfing. 


Winter activities: buying souvenirs, sightsecing. skating. 
skiing, snowboarding 


4 Read a model text 
a Yes 
b family size, length of stay, two children. 








c 
Paragraph | Main Topic | Details 
2 Booking and | 2 weeks. Aug. or Oct. 
prices family of 4. prices. 2 
small children — 
, babysitting | 








3 More No. of bedrooms? 
information —| restaurant? nearest town? 
chalets 

4. Sports Which ones? Prices? 

















5 Think about paragraphing 


a_ This is best done as a discussion activity. There are 10 
points to be sorted into paragraphs, and ordered. 
Many different versions are possible. 


Suggested answer 

8 belongs in the introduction 

Paragraph 2 could be about the school itself — 5. 7, 
9,3 

Paragraph 3 could be about accommodation — +, 10 
Paragraph 4 could be about money -— 1. 2, 6 


b Once decisions have been made in a. get students to 
make an outline as in 4c above (or anv other format 
for an outline that the students preter.) 
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6 Think about your introduction 
a Underline: 


‘With reference to your advertisement in ...’, 
‘Lam writing to...’ 


b Suggested answers 


1 With reference to your advertisement in the Daily 
Telegraph, | am writing to ask for more information 
about your furnished flat in Paris. 


2 With reference to your advertisement in the 
Independent, 1 am writing to enquire about your 
short stay apartments in London. 


7 Think about grammar 


a 1 Do you have any vacancies in early August or early 
October? 


2 Could you tell me the price for two small chalets? 
3 How many bedrooms does the large chalet have? 


b_ A direct question must use an auxiliary verb, or invert 
the subject and verb. 


An indirect question uses the syntax for a normal 
statement. 


c Suggested answers 
1 I would like to know if you have a swimming pool. 
2 Could you tell me how much a double room costs? 


3 Could you tell me if there are any vacancies in 
June? 


4 I would be very grateful if you could tell me how 
far the airport is from the hotel. 


5S I would like to know if you organise sightseeing 
trips. 


6 Could you tell me if there are any shops nearby? 


7 I would be grateful if you could tell me which bus 
goes from the airport to the hotel. 


8 I would like to know if all the rooms have a view 
of the sea. 


Transactional letters 


Giving information 





1 Read the question 


Most transactional letters have a lot of input text to read. 
It helps students to understand that the input is usually 
divided into: situation, reading matter, and writing 
instructions 


¢* information about the situation: The first four 
sentences: ‘You are ... travel agent.’ 

¢« what you have to read: the travel options, the 
timetables, and the prices in the boxes below the 
question. 

¢ what you have to write: a letter, giving information 
about the three ways to travel, suggest the best way, 
explain why. 

* need to summarise: the travel methods, times and 
prices 


2 Think about your reader 


1 Underline: ‘two English-speaking friends living in your 
country.’ 


2 Informal 


3 Brainstorm the topic 


a 1. Train = 3 hours 35 mins., coach = 6 hours, 15 
mins. Car will be much faster than the coach, and 
slightly faster than the train. 


2 Coach 
3 Coach 
Ab 


b_ 1 by coach on a weekday; 2 afternoon; 3 evening; 
4 morning; 5 expensive/£60, and £75 at weekends; 
6 expensive/over £70; 7 faster 


4 Read a model text 
b, e, c, a, g, f, d 


5 Think about paragraphing 
a Underline: 


‘First of all,’; ‘Another option is to ...’ ‘The final 
choice is ...’ 


b Get the students to write each topic sentence in a 
table or an ideas web. Then they can easily add the 
details for the task in c. 


‘Suggested answer to 1: 

The first way is to take the ferry. 
Another option is to fly. 

The last possibility is to drive. 


ce Students will produce a complete letter here. Get 
them to add details in their outline in pairs or 
groups. Then students can write the complete letter, 
adding an introduction and conclusion. 


6 Think about vocabulary 


1 The journey/trip to Scotland ... “Travel’ can only be a 
verb, not a noun. 


2 I’m very excited ... When writing about your own 
feelings, use ‘-ed’. When talking about other people or 
things seem to you, use *-ing.’ 





3 I’ve got all the information ... ‘Information’ is an 
uncountable noun. 

4 There is a big car park ... ‘Parking’ is a gerund, or 
part of a verb tense. 

5... so we had to stay at a campsite. ‘Camping’ is a 
gerund, or part of a verb tense. 

6 Accommodation in the city ... ‘Accommodation’ is an 
uncountable noun. 

7... because of the high cost. ‘Cost’ can be described 
as ‘high’ or ‘low’. 

8... all kinds of entertainment. ‘Entertainment’ is an 
uncountable noun. 


9 My favourite way to travel /' The way I prefer to travel 
is by plane. ‘Most preferred’ doesn’t exist in English! 





10 I’ve made many trips to New York. “Trip’ needs the 
verb ‘make’, not ‘do’. 


7 Think about grammar 


a The first conditional with the present simple: 
If + present simple, will + infinitive 























Transactional letters 





Giving & asking for information 


1 Read the question 


a Give information: yourself, how much you know, what 
you want to improve, why you want to improve 


Ask for information: price, time, place, class size, 
books 


b Accept any close guesses. 
The exact meaning is ‘improve’, or ‘review 
knowledge’. 


2 Think about your reader 
1 Carol McBride 
2 Fairly formal 


3 Probably only: age, where you study/work 


Compare two model texts 

Text A 

Writing checklist: 

1 A Yes, B Yes, but information is not well 


organised, and information asked for reads like an 
abrupt series of direct questions. 


A Yes, B No 
3 A Yes, B No — style is rather abrupt and too direct. 


More polite expressions are needed. Over familiar 
~ ‘That’s all for now.’; ‘Phone me.’; 


oo fh 


4 AYes, B No—The introduction is too abrupt, and 
purpose for writing is not stated. 


A Yes, B No 
A Yes, B No 
A Yes, B No 
A Yes, B No 


On an 


5 Think about language 


a Get students to think of as many ways as possible to 
write questions on one topic, to show them the need 
for variety in their writing. 


6 Edit your text 


I have seen your advertisement about English lessons. I 
would like to give you some information about myself, 
and ask you some questions I have. I am a 17-year-old 
student at secondary school. I would like to improve my 
English because I am interested in doing a job in the 
tourist business. I have been learning English for three 
years in a private school. I am good at grammar, but I 
have difficulty in writing very well. I would like to have 
lessons in writing essays. I would be grateful if you could 
tell me some things about your lessons. I would like to 
know how much they cost. Where do_you give the 
lessons? Could you tell me how many students you have 
in your classes? Can I have lessons by myself/on my 
own? Please call me/give me a ring/give me a call/ 
telephone me (567-992). 

I Jook forward to hearing from you. 
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Transactional letters 
Making arrangements 


1 Read the question 


b= Tell: 
e Fri. 3rd. or Sat. 4th.; time — 8.00pm Fri. or 
11.00am, Sat. 


e subject of talk — ‘How British teenagers spend 
their free time’ 


¢ transport ~ taxi to hotel, and then to school 
Ask: 


¢ which day she prefers 
e please bring photos. 


2 Think about your reader 


1 Stella Brown. She is someone you have never met, a 
friend of your teacher’s. She is also likely to be older 
than you. 


2 Formal, but friendly 
3 Dear Ms. Brown, ... Yours Sincerely, (full name) 


3 Make a plan 


a_ This is an exercise in making an ideas web. The first 
stage is to simply put all the required information 
onto the diagram. 


b_ This is the organising stage. When students have 
decided what goes in each paragraph, use one colour 
to highlight each paragraph idea. 


c The final stage is to order the paragraphs. Number * 
each colour in order. 


4 Compare two model texts 

a B 

b Writing checklist: 

A Yes, B Yes, but it is very disorganised 
A No, B Yes 

A Yes, B No 

A Yes, B No 

A Yes, B No 


¢ ¢ ‘Maybe I can tell you the best places for 
sightseeing.’ 


Ab WN wa 


e ‘... bring photos of popular places for tourists to 
visit in your town.” 


‘They like sports and going to the cinema.’ 


Dear Stella 

Thanks a lot 

Maybe 

Now about the talk 

kids 

I mean, 

If it's OK with you 

we want 

We're all crazy about the idea 
+ all contracted verb forms 


oo @ ° ee 6°¢ e e e * e 


5 Think about your introduction 


a for + -ing 
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b Suggested answer to 1 


Thank you very much for sending me all those wonderful 
posters. They will certainly make our school look 
colourful, and give our students an idea about Britain 
and its culture at the same time. 


6 Think about your conclusion 
b Suggested answers: 


1 would like; 2 get in touch with/contact; 3 phone 
number; 4 will call; 5 confirm; 6 are; 7 looking 
forward 


7 Think about prepositions 


1 for; 2 to; 3 at; 4 at; 5 on; 6 for; 7 to; 8 about; 
9 into; 10 at; 11 in; 12 for; 13 to; 14 to 


8 Think about grammar 


b 1todo; 2 not to go; 3 driving; 4 to stop; 
5 spending; 6 to meet; 7 finding; 8 of spending; 
9 for inviting; 10 about coming 


Transactional letters 


o 

















2 Think about your reader 


a 1 Anemployee of City World Tours. 
Dear Sir/Madam, Yours faithfully 


2 Formal 


b 1. Too strong and threatening. This would not get a 
good response. 


2 Not strong enough. Complaints must be polite 
but direct. 


3 Appropriate. Notice the request is polite, (‘I 
would like ...’,) but gets straight to the point. 


4 Read a model text 
All the points are appropriately dealt with in the letter. 


5 Link your text 
a Underline: 


Even though, To make matters worse, Furthermore, 
However, despite, In addition, and 
b Contrast: Even though, However, despite, 
Addition: To make matters worse, Furthermore, In 
addition, and 
c Suggested answers 
e¢ The air conditioner in my room was broken, and 
despite my three requests for it to be repaired, 
nothing was done. 
¢ In addition, I paid for a tour. However, the tour 
guide was sick, and no replacement guide was 
found. 
e Even though your advertisement stated that all 
rooms had a view of the sea, mine had a view of 
the car park and dustbins. Furthermore, I couldn’t 








open the window because of the smell from the 
dustbins. 


¢ Icouldn’t sleep all night because of the noise from 
the hotel night club. In addition, the bed was 
hard, and the toilet was broken. 


¢ The receptionist was rude, and the waiters were 
very offhand. To make matters worse, my room 
was not cleaned at all during my stay. 


7 Think about your introduction 
a The information included in the introductions is: 
¢ Reason for writing (to make a complaint), 


¢ Background to the complaint; where, when it 
happened, where advertisement was seen. 


b Suggested answer 


I am writing in connection with my recent stay at 
your hotel. I have to say that I was not at all satisfied 
with the service provided. 


8 Think about your conclusion 


a_ The writer summarises feelings about the complaint, 
and asks for action to be taken, i.e. a refund, an 
explanation, etc. 


9 Think about vocabulary 


a 1 dissatisfied; 2 disappointed: 3 appalled, disgusted, 
furious; 4 annoyed, irritated; 5 inconvenienced; 
6 furious; 7 taken aback; 8 put out; 9 fed up 


b Suggested answers 


1 appalling; 2 disgusting; 3 annoying; 4 irritated: 
5 appalled; 6 disappointing 


10 Think about grammar 

a You will stay in top-class hotels 
¢ All hotels are near the city centre 
¢ A sightseeing tour with a tourist guide is provided 

in every location 
b The verb form is ‘would be provided’. This verb form 
is used because the phrase is reporting what was 
originally said. The verb must shift back one tense in 
time. 
c Reported speech answers are suggested below. Each 
one should be followed by a suitable complaint. 
Suggested answers 
e Your advertisement stated that we could see the 
sights of the city, but ... 

¢ You said that tours left at 8.30 a.m. every day, ... 

e You claimed that all your guides spoke good 
English, French and Italian. ... 

e Your advertisement stated that your guides were 
very knowledgeable ... 


e You stated that all tours included the price of 
lunch in a traditional restaurant ... 








Stories 
~*~ Describing an accident 





1 Read the question 
b 


2 Think about your reader 
la; 2b 


4 Read a model text 
c c,e,f,b,d,a 
d Paragraph 1 - Introduction 


Question to readers, sentence which indicates a 
following narrative 


Paragraph 2 — Situation before the accident 
cold winter’s day, new flat, boxes everywhere, felt 
cold, switched on heating 


Paragraph 3 - How it happened 
one hour later, heaters cold, turned knob, water 
everywhere, managed to stop the water 


Paragraph 4 -~ How it ended 
mopping up water, water in all the boxes. 


Paragraph 5 — Concluston 
lesson — plumbing for experts 


5 Think about your introduction 
a_ By asking a question to arouse curiosity 
b Good opening sentences are: 2, 3, 5 


6 Think about vocabulary 

a1 bitterly cold, chilly, stone cold; 2 fiddling; 
3 a fountain; 4 gushed; 5 soaking me to the skin; 
6 gasped 

b Suggested answers 
Encourage the use of a dictionary (preferably a 
production dictionary such as the Longman Language 
Activator or the Longman Essential Activator.) 


1 gorgeous/boiling hot/splendid 

freezing/ chilly/fresh/ + invigorating/refreshing 
hobbled/staggered 

staring/glaring/leering 
screamed/shouted/yelled 

boiling hot/baking hot/intense 
spotted/noticed/caught sight of/made out 


an anu th Wn 


leapt/jumped/sprang + sprinted/ dashed/rushed 


7 Think about grammar 
a_ All tenses refer to the past. 
b Underline: 


was arranging, began, managed, stopped, spent, had 
soaked 

c The prompt words are to stimulate students to write a 
story, and should not be taken as obligatory. Students 
can change, add or delete words to write the story. A 
possible beginning of the story is suggested here if 
students find it hard to get started: 
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Suggested answer 


One day last summer, I had a frightening experience. 
I was walking up a beautiful mountain trail, enjoying 
the sounds of the birds in the trees. This part of the 
trail was in a pine forest, and as I was walking, | 
noticed the sun had disappeared behind a black 
cloud. 


Stories 
k | Describing an event 


1 Read the question 

1. What happened? Who came? 

2 »b 

3 Past simple, Past continuous. Past perfect 
2 Think about your reader 

1 Your pen friend 

2 informal, chatty 


3 Think about vocabulary 

a_ People who might be at a wedding: 
bride, bridegroom, best man. bridesmaids. priest. 
family, relatives, congregation. photographer, ete. 


b 1 walks up the aisle: 2 gives away the bride: 
3 performs the ceremony: 4 been exchanged; 
5 blesses; 6 sign the register: 7 throw confetti: 
8 have photographs taken: 9 reception is being held: 
10 leave for their honeymoon 


c Open-ended question. Encourage students to think 
about weddings thev have been to. and how people 
reacted. Then ask them to select a word from the list 
1-6 for each person they are thinking of. If they don’t 
know the words, you can mime some of them, or ask 
students to look up the words in a dictionary, such as 
the Longman Dictionary of Contemporary English. 


5 Compare two model texts 
a_ Letter A 

b 1. Description: Letter B. Narrative: Letter A 

2 Letter A 

3 Letter A 

4 Letter B 

2 Describing the people waiting in the church 

3 Feelings and reactions as bride was late. What 
finally happened 


4 What happened after the ceremony 


6 Think about grammar 

a First example: ‘who’ refers to the groom. Main verb is 
‘looked’. 
Second example: ‘who’ reters to the priest. Main verb - 
is ‘was’. 

b The sentences can be combined in different ways. as 
is shown in 1 below. All other sentences show one 
suggestion. 














i 
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Suggested answers 


1. The children, who were excited, were running 
around the church. OR: 
The children, who were running around the 
church, were excited. 

2 The bride’s mother, who was looking upset, was 
dabbing her eyes with a tissue. 

3 The best man, who was wearing a rose in his 
jacket, was talking to the groom. 

4 The church, which was decorated with flowers, 
was looking beautiful. 


c There are many ways to combine sentences here. 


Accept anything that makes sense. Get students to see 
that not every sentence should contain a non-defining 


clause, as overdoing it makes the writing look 
ridiculous. 


Suggested answer 


The bride, who was wearing a white silk dress and 
carrying a bouquet of white roses, was looking 
absolutely radiant. Two small children, who were 
about 5 years old and very sweet, were walking 
behind her, carrying the train of the bride’s dress. 
They were wearing frilly white dresses. The bride’s 


father, who was walking beside the bride and holding 


her arm, was looking very proud. He turned to the 
guests and beamed. 


stories 
'. | A journey 





2 Think about your reader 
1 The judges of the competition 


2 a,d,e, and possibly a short description of b, c, f. The 


main point is to narrate a story. 


4 Think about vocabulary 


Weather conditions: blizzard, downpour, fog, gale-force 


winds, icy conditions, snowstorm, thunder and lightning, 


heatwave. treacherous conditions 


Effects of bad weather: communications cut off, delays, 
flooded streets, hold-ups, poor visibility, slippery roads, 
people get seasick, people get heat-stroke, people get 
stranded, roads blocked by fallen trees, ships pitch and 
roll, traffic grinds to a halt, vehicles skid, choppy sea 


Adjectives: chilly, freezing, humid, stifling, sweltering 


5 Read a model text 
a3 
b Paragraph 1: Background, where, who when, why 
travelling 
Paragraph 2: Start of the storm, lounge scene, 


Paragraph 3: End of the journey, didn’t enjoy holiday 


6 Think about your introduction 
a 1. The family of the writer, and the writer 
2 To Ireland 
3 A few years ago 


b 


4 They were going on holiday 
5 By ferry 

6 Stormy 

Suggested answer 


One day last week, some of my friends and I decided 
to go on a day trip out of the city to a beautiful 
village up in the mountains. We were all tired after 
working all week, and were looking forward to a 
pleasant relaxing time in the warm, late autumn 
weather. We didn’t realise then that we would have 
completely the opposite experience. 


7 Think about tenses 


b 


1 thought; 2 had arrived; 3 assumed; 4 had been 
delayed; 5 would turn up; 6 noticed; 7 had 
disappeared; 8 was; 9 would get; 10 looked 


8 Think about connectors 


a 


b 


Underline: 

despite, although 

1. Wrong. Despite the traffic jam, ... 

2 Wrong. Although I had packed my suitcase 
carefully, I forgot my toothbrush. 

3 Correct 

4 Correct 

5 Wrong. Despite her heavy suitcase, ... OR: 
Although her suitcase was heavy, ... 

6 Wrong. Despite the heavy rain ... OR: Although 
the rain was heavy, ... 


1 Despite the dry weather, the country still looked 
green. 
Although the weather was dry, the country still 
looked green. 


2 Despite his exhaustion, he finished the race. 
Although he was exhausted, he finished the race. 
3 Despite the high waves, I went swimming. 
Although the waves were high, I went swimming. 
4 Despite the rain, we went to the park. 
Although it was raining, we went to the park. 


5 Despite her illness, Liza didn’t go to bed. 
Although Liza was ill, she didn’t go to bed. 


Stories 


A story beginning 


2 Think about your reader 


1 


2 


In the exam, a magazine may not be specified. In this 
case, get students to decide what kind of magazine it 
is, so that they can write more easily with a target 
reader in mind. 


b 


3 Think about vocabulary 


b 


1 had rehearsed/had been rehearsing; 2 dimmed; 

3 minor role/part ... lines; 4 the leading role; 

5 piece of music; 6 took a bow; 7 standing ovation; 
8 scenery ... props; 9 stage fright; 10 clapped and 
cheered 





5 Read a model text 
a a mixture of positive and negative 


b Suggested answers 


Start paragraph 2 with ‘I took a deep breath ...’ 


Start paragraph 3 with: ‘At last, it was all over ... 
=a 00 
— 


6 Link your text 


— a 


¥ Underline: 


In a few minutes, At first, gradually, Soon, At last, 
b Start of the story: At first 


Events that happened slowly: gradually 


Evenis in the future of the story: In a few minutes, 
Soon 


End of the story: At last 


Elicit other words that the students know, to fill in the 


table. Check answers in the Writing bank, FC 
Writing Students’ Book, page 128. 


7 Think about tenses 


a Underline: 


am (afraid), will fall down, think, will laugh, am sure, 
will forget, am terrified, am going to make, think, will 


drop, am scared, won’t be, am worried, won’t clap, 
am positive, will disappoint 
b 1 I was afraid I would fall down on the stage. 


2 I thought that everyone would laugh at me. 
3 [ was sure that I would forget my part. 


4 I was terrified that I was going to make a mistake. 


5 [thought I would drop my violin. 
6 I was scared that I wouldn’t be very good. 


7 I was worried that the audience wouldn’t clap at 
the end. 


8 I was positive that I would disappoint my 
audience. 


Stories 









: A story ending 


2 Think about your reader 
1 Your teacher, and the students who read the magazine 
2 Fairly informal 


4 Think about paragraphing 


a The text is written with very short, simple sentences, 
no linking words, and no paragraphing. 
b Suggested answers 


Paragraph 2 starts: ‘Naturally, she panicked.’ 


a 
Paragraph 3 starts: ‘Marianna suggested...’ 


There are almost an infinite number of ways to 
combine the sentences. Revise different ways to 
combine sentences, with different linking words, 
relative clauses, etc., that the students have already 
met in the book so far. Encourage students to be 
concise by making reduced clauses too. 
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d_ If students need some guidance, ask them to look at 
certain places in the story: when she looked in her 
bag, when they failed to find the wallet, when 


Marianna suggested that they went to the police, for 
example. 


5 Think about punctuation 
1 


‘Please show me what you have in a size 10. she 
asked. 


‘Gan [ try this on?’ she asked. 


She said, ‘This is too big. Have you got a smaller 
size?’ 

4 
5 


6 


She screamed, ‘My wallet’s been stolen!’ 


‘What does your wallet look like?’ asked the manager. 
‘It’s brown leather with a black zip,’ she said. 


6 Think about vocabulary 
Happy: delighted, elated, overjoved, thrilled 


Sad: dejected, despondent, distraught, downhearted 
Exciting: exhilarated, thrilled 


Frightening: petrified, scared stiff, terrified 


7 Edit your text 
a_ Error correction examples 
I did my homework. 
I was very interested in the book. 
I am writing to you ... 
I’m leaving tomorrow. 
T saw him last week. 
He likes chocolate very much. 
When I finish, I’ll call you. 
I love listening to music. 
b One day, I decided to take my youngest sister to the 


circus. My sister was verv excited, and she couldn't 


wait in the queue to buy our tickets. She told me, 
‘John, I am going inside. 





“Wait! You can’t go in 
without a ticket!’ J replied. but she didn’t hear me. 
When [ had bought the tickets, I thought that my 








sister would be waiting for me at the entrance of the 
circus. I was wrong. I asked the man at the door, 
‘Have you seen a little girl?’ He said, ‘A little girl ran 
past me and went inside. I thanked him, and went 
inside to start looking for her. The show hadn't started 
yet, and I couldn't find her. although I looked 
everywhere, even under the chairs. After a while, I 
remembered that she loved animals, and that when 

she grew up, she wanted to become a vet. So I 

thought that she might be with the animals at the 


back of the circus. I was very relieved when I saw her 
laughing with the monkeys ... 


8 Think about grammar 
1 told, offered 


b Put a tick beside: explain. say, suggest 


Write 1 beside: advise, agree. ask, encourage. offer, 
promise, refuse, warn, tell 


Write G beside: admit, accuse, apologise, deny. 


Verbs needing prepositions: accuse someone of. 


apologise for, explain something to someone 
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1 I accused the sales assistant of stealing my money. 

2 The sales assistant denied stealing my money. 

3 Marianna advised me to go to the police. 

4 Marianna suggested that I looked in the plastic 
bag. 

5 The sales assistant admitted stealing my moncy. 

6 Jane refused to do it. 


b 


As some of us know, experimenting on animals gives 
benefits to humans, but harms animals a great deal. 
Currently, science has made everything possible. By 
turning theory into reality, scientists have found useful 
cures for those patients who may have never had the 
chance of being healthy. For example, patients who 
had cancer, thanks to new technology, are healthy. 
Another great achievement is in the treatment of 











hereditary diseases. Cures have been found after 
scientists located the genes which cause them. Such 
efforts are also being made for diabetes and obesity. 
8 My father warned me never to leave my bag open At the same time, while people are being cured, many 

again. animals are suffering in laboratories. Just because 
man is more important than animals, it doesn’t mean 
we can do whatever we like. 





7 Marianna apologised for not keeping an eye on 
my bag. 








Discursive compositions 
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2 Think about your reader 


1 Your teacher; 2b; 3c; 4b . 
2 Think about your reader 
4 Read a model text 1 ‘Your teacher 
fairly formal 





2 
Main topic) Topic Sentences | Details 3 text with no special format 
4 a,b,c,d,g, and possibly h, if students can’t make a 











i Exams can indeed | revision, decision one way or another. (See ti age 80.) 
have beneficial preparation for : ; ; P, pag ; 
results. real life stress 

3 Cons On the other problems of stress, 3 Think about vocabulary 


hand, exams can | not the best way to School subjects 


have negative find a student’s a 1 Physics, Chemistry and Biology 
effects. ability, 2 Many possible answers: athletics. gymnastics, 
various sports, ete. 





facts quickly 
forgotten 3 











Home Economics: cooking, sewing; Design 
Technology: study of design of products, furniture, 
ete., with the practical skills of technical drawing, 
and making articles; Information Technology: 





5 Think about your introduction and 


conclusion computer studies | 
a 2 ; 4 Possible answers: Art. Drama, English, French, | 
3 German, Greek, History, Latin, Music, Religious 





: : Studies, Geography 
Students may need to discuss the topics first, as they ee 
will write the two main paragraphs in 6 Think about 1 Maths is difficult 
connectors below. 2 French is easy. 
Practical Skills 


Other possible ideas: learning how to drive, open a 
bank account, time management skills, study skills for 
college, learning about living away from home, job 
interview skills, etc. 


6 Think about connectors 
a 1 However, On the other hand, 
2 In addition, another ... 
3 Asa result, consequently, This in turn, 


b The students already have some ideas, and an 
introduction and conclusion for the topics. Ask 
students to choose one of them, and make an outline 


5 Read a model text 
1 The writer agrees. Underline: ‘I couldn’t agree mote ...’ 





of the main ideas for the two body paragraphs. This 2 paragraph 2 ~ job interview skills; paragraph 3 — 

can be done in pairs or groups before writing. The domestic skills; paragraph 4 — money management 
final piece of writing will include the introduction skills. 

and conclusion prepared in 5e. 3 By making a hypothetical statement, speculating about 


the consequences. 
7 Think about grammar 


a The article is used because the ‘stressful situations’ 
are described in detail with a relative clause, and are 
therefore specific, not general. 


6 Think about paragraphing 


a_ Red: One important skill schools should teach is how 
to succeed in a job interview. 























Blue: so that school leavers can feel confident ... 


Black: My first job interview only exposed my 
inadequacies, and I failed to get the job. 


b Paragraph 3: 


Red: Boys as well as girls should be taught how to 
cook and sew. 


Blue: As a result, young people will not suffer the 
shock of coping alone when they leave home. 


Black: I, for example, was grateful for my Home 
Economics lessons during my first weeks at 
university. 


Paragraph 4: 


Red: Another important skill is learning how to 
manage money... 


Blue: ... so that young people don’t spend their grant 
or salary all at once. 


Black: My first pay cheque disappeared in only one 
week, and I immediately had to borrow. 
Consequently. I was always trying to repay my 
debts. 


7 Link your text 
a Underline: 
so that, As a result, consequently 


b Any answers expressing a result should be accepted. 
Discuss a variety of possible results with the class 
first, if you think they need help with ideas. 


8 Think about language 


a Underline: 


1 I completely agree: 2 I believe ...; 3 In my 
opinion, .... 4 I strongly disagree .... 5 I think ...; 
6 As far as I] am concerned ...: 7 In my view ... 


b Strong agreement: 1,3 
Strong disagreement: 5, 6 
Partial: 2, 4, 7 

c Get students to discuss ideas in pairs. then they can 
complete the exercise expressing their own feelings 
on the subject. 


Discursive compositions 

















1 Read the question 


a_ Expresses the meaning of the statement 


2 Think about your reader 
1 Your teacher 

2 fairly formal 

3 no special format needed 


3 Think about vocabulary 
Sports and outdoor activities 


go: bowling, cycling, fishing, parachuting, sailing, skating, 
swimming, snowboarding, windsurfing 
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do: athletics, gymnastics, outdoor activities, sports 
play: basketball, hockey, vollevball, football 
Benefits of leisure activities 

Suggested answers: 

improve circulation: S 

improve hand/eye co-ordination: S$, CG 
increase mental alertness: S, CG, (TV) 
help cope with stress: S, CG. TV 

provide an outlet for excess energy: S 
develop social skills: S 

build team spirit: S 

give access to information: CG. TV 
broaden education: CG, TV 

improve problem-solving skills: (S), CG 
increase awareness of the world: TV. (CG) 
provide a break from studying: S, CG, TV 


5 Read a model text 


a 1. the writer partly agrees. 
Underline: * | agree with the statement to a certain 
extent ... 

2 Yes 

3 The introduction states the writer's opinion. and 
outlines the main points that the essay will 
discuss. The conclusion suggests the need for 
balance in our lives. 
Introduction stating position on the topic 
Benefits of TV 


Benefits of computer games 


kwWwn = 


Conclusion, stating the need for balance 


c The students should be encouraged to look for a 
number of different ways to fill each gap. in pairs or 
groups. Then each student can choose which idea 
they like the best to complete the exercise. 


Suggested answers 


I completely disagree with the statement. Many young 
people today have too much to do in their busy 
school life, so TV and computer games are a good 
way to_get a break from studying. Computer games 
and TV programmes offer many benefits. One 
important example is a computer game which tests 
your intelligence. For example, I saw a computer 
game where the player had to solve maths puzzles in 
order to get points. In addition to the benefits offered 
by computer games, TV has its advantages. too. Many 
programmes are educational. such as documentaries 
on_wildlife, travel, and history. As far as I am 
concerned, young people should spend their leisure 
time playing computer games and watching TV, to 
relieve them from stress. This means that they will be 
able to cope with their daily life better. In addition. 
they can learn and relax at the same time. Parents 
should also encourage this, not forbid it. 





























6 Think about paragraphing 
a No 


b_ This is a more complex task for students to handle. 
and should be guided. A procedure could be as 
follows: 








{ 
i 
H 
4 
' 
t 
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1 First ask students to underline all the information 
about TV, then about computer games, in two 
different colour pens. 


2 Students then make notes of the ideas on a 
separate piece of paper, and put them in a logical 
order. 

3 Students then think about how they can link these 
organised ideas together with suitable connecting 
words. 


4 When the two main paragraphs have been 
organised, students will need to decide which 
paragraph comes first and second. 

5 The introduction and conclusion are reasonable, 
but students could revise these too, if they wish. 


7 Link your text 
a Underline: 


For example, such as, For instance, One example of 
wt TS) ec 


b Students can discuss possible examples in pairs, 
before completing the exercise. Encourage students to 
name actual examples that they have personal 
experience of. It is important to make the examples 
highly specific. 


Discursive compositions 
{Suggesting solutions 





1 Read the question 


1 What do you think is the best way for them to do 
this? 


2 What can ordinary people do to protect endangered 
species? 


2 Think about your reader 
1 Your teacher 

2 fairly formal 

3 no special format needed 


3 Think about vocabulary 
a 1 extinction; 2 dying; 3 extinct 
b Hunting: fur, ivory, over-fishing, skins, whale oil 


Threats to habitat: farming, forest clearance, housing, 
mining, motorways 


Pollution: industrial waste, mining, motorways, 
sewerage 


¢ 1 join; 2 donate; 3 charities; 4 lobby; 5 laws: 
6 ban 


5 Compare two model texts 


a Writing checklist 
¢ ‘Text 1 does not write about the ‘best way’, but 
simply lists possibilities that ordinary people can 
do. Text 2 covers the key points well. 
« ‘Text 1 has a paragraphing problem, Text 2 is well 
| organised. 


¢ ‘Text 1 Has a general introductory sentence, but 
clear topic sentences are missing. Text 2 has clear 
text signals through the use of topic sentences. 


e Text 1 uses connectors within sentences, but does 
not use linking words to show the logical 
connection between sentences. Text 2 has a good 
level of cohesion through the use of connectors 
and linking words. 


e Both texts do this, but Text 2 does it better. 


« Text 1 has a paragraph which looks like a 
conclusion, (‘Children are the future ... if we do 
not do something now.’) but it is not at the end! 
This gives a personal comment. Text 2 both 
summarises and includes a personal comment 


See Unit 19, 6 Think about paragraphing, b, for a 
guided procedure for revising an essay. 


6 Think about your introduction 


a 


1 ‘It is one of the great disasters of this century ... 
land clearance.’ 


2 ‘I believe that ordinary people ... endangered 
species.’ 
Encourage students to think about forms of transport 
that they know. They can identify those that cause 
pollution, and those that don’t. Discuss with the class 
what background sentence would help to familiarise 
the reader with the topic, perhaps mentioning all 
forms of transport, and what some of them do to the 
environment. The next sentence should focus on the 
main point of the question, and students can choose 
which forms of transport they wish to write about. 


7 Edit your text 


a 


Corrections 


Many people think that the problem of protecting the 
environment is the concern of the government, but I 
believe that ordinary people can do something too. I 
think that we can give money to a charity that (delete 
‘it’) protects the environment. Our donations can help 
to change things, however smali they may be. In 
addition, we must stop killing wild animals and 
destroving (delete ‘the’) nature. We can join a local 
organisation and take part in its activities. 
Furthermore, there are many other problems that we 
must solve (delete ‘them’). People can help reduce 
pollution by walking or taking the bus to work 
everyday instead of driving their cars. Apart from this, 
we can try to drive only when it is absolutely 
necessary. We should all try to protect the 
environment, because if we continue to damage the 
Earth, our children won’t have anywhere to live. 














This exercise is designed to improve the variety and 
complexity of sentence structure. Choose three or four 
examples of sentences that can be revised, or 
sentences that can be combined, using co-ordinate or 
subordinate clauses. When students understand the 
nature of the task, they can work on the whole text in 
pairs/groups. Groups could write their version on an 
overhead transparency, if available, and each group 
version could be discussed and evaluated. The same 
thing can be done by photocopying the revisions. 











: Evaluating places 





2 Think about your reader 
1 Your boss; 2 Formal; 3 b,e; 4a 


a and c are not new attractions; d is not a tourist 
attraction. 


4 Think about format and style 


Number 2 is a report; the headings, and formal, 
impersonal language are the main features that 
characterise a report. 


5 Think about vocabulary 

1 Payment is made on arrival. 

Drinks are available at the bar. 

The club is located just before the Grand Hotel. 
The entrance fee is £5. 

The club would appeal to many people. 

I would strongly recommend this place. 

It is within easy reach of town. 


on anh Wn 


Reduced rates are available for groups. 


6 Read a model text 


1 Yes; 2 Yes; 3 Yes, due to the format used, information 
is easily found under headings, and key points stand out 
through the use of numbers. Sentences are concise, and 
simple in structure, so that information words are easily 
read. 


7 Make a plan 


1 Introductory sentence similar to the one in the model 
text in 6. 


Entrance fee, Right in the city centre, Opening times. 
Cafeteria, shop, lift and wheelchair access. 
Commentary in a variety of languages. 


wt WN 


Each period of history clearly divided into rooms, 
clear and well-presented displays. 


6 Not open at weekends, A lot to see in one day, can be 
tiring. 
7 Students should think if the advantages outweigh the 


negative points, or vice versa, and write a suitable 
recommendation, following the model text in 6. 


8 Think about your introduction 


a Number 2 is better, as it is written in an impersonal, 
formal style. Number 1 is too general in its opening 
sentence, and does not outline the purpose of the 
report. 


b Students should write a similar introductory sentence 
as in the model text in 6. 


9 Think about your conclusion 
a_ The purpose of the conclusion is to make a 
recommendation. 


b The conclusion is not suitable, as it does not 
recommend the suitability of the attraction for foreign 
tourists. 
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10 Think about grammar 
a Underline: 

can be reached, can be hired, is not cleaned. 
b 1. The toilets are not kept clean. 

2 A different buffet lunch is served every day. 


3 The beach is not cleaned, so rubbish can be seen 
everywhere. 


4 All visitors are made to feel welcome. 
5 Tourists guides are provided. 


Reports 
4, Evaluating proposals 





2 Think about your reader 
I ¢ 


2 A member or members of the town council will read 
the report. They are very busy people. who need to 
read information presented in a clear format, where 
the main points are easy to find, and where the 
language is simple and concise. 


w 


Formal and impersonal. 


4 Report format is needed. with a memo-style heading, 
and headings and numbering in the main body of the 
report. 


4 Read a model text 

a Suggested answers 

Introduction 

Benefits of a stadium 

Benefits of a theatre 

Conclusion/Recommendation 

b 1 Yes; 2 Yes: 3 The conclusion recommends the better 


’ of the two projects, and gives reasons for this choice. 


5 Think about paragraphing 


a 1° Introduction 

purpose — recommend which project would 
benefit the town 

2 Stadium 
top-class competitions 

3 Theatre 
operas, plays, cinema 
venue for local events — school concerts, dance 
festival 


4 Conclusion 
recommendation sports stadium, more facilities 
for more people, jobs 


6 Think about vocabulary 


b 1do; 2 make; 3 be done‘do; 4 make; 5 do: 
6 make; 7 making; 8 make 


7 Think about grammar 
a_ The verb form used is the second conditional. 
b Get students to discuss what possible benefits there 
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are, and then to write their sentences. Although this is 

the second conditional, the ‘if’ clause is only needed for 
the first sentence. All the following sentences should have 
the ‘would do’ form of the verb. 


Reports 
ia Suggesting improvements 






2 Think about your reader 
1 The museum director 





2 e, with the possibility of a and ¢ as supporting 
details. b and d do not refer to children. 


4 Edit your text 


a This exercise helps students to revise writing 
according to the teacher’s comments. Suggested 
revisions are given, but accept anything that has 
attempted to deal with the comments: ‘ 


Introduction: The purpose of this report is to 
recommend ways to make the museum more 
interesting to young children. 


1. Activity leaflets could be given to children. 


2 Point 2 is really part of point 1, so the text would 
be best if it was renumbered throughout. The 
underlined sentence should be put in the previous 
paragraph, and joined with a linking word: ‘In 
addition, pictures of the exhibits could be given to 


| children, which could be coloured in according to 
|| what the exhibits look like.’ 


4 A museum guide, who knows how to stimulate 


children’s interest, could be employed. 


5 This point is irrelevant material and should be 
deleted. Students should add another suggestion, 
which can be taken from 3 Brainstorm the topic. 


Heading suggested: Conclusion 


b 1 Yes; 2 Point 5 is not a suggestion, and is wot 
relevant; 3 Yes; 4 Yes; 5 Yes. The report is about 
160 words. 


Train students to calculate roughly how many words 
they write, as in the exam tip box. Encourage your 
classes to write compositions close to the upper word 
limit, rather than the lower. 


5 Think about vocabulary 


1 popularity; 2 exhibition: 3 variety; 4 attraction; 
5 scientific; 6 understanding; 7 curiosity; 8 creativity 


6 Think about language 
a Underline: 


could be given, would be, could play, would be 


i b The topics given in the question may need some pair 


' or group discussion before students write their 
suggestions. Check the answers contain the 
conditional form of the verb. 





Articles 






























































2 Think about your reader 

1 ad 

2 = Tick: 
a, b, d, e, f, g, are the most suitable. 
The main part of the article should be concerned with 
fand g. 
Options for brief background information, probably in 
the introduction could be: a, d, e. 


Short anecdotes (option b) could be included as 
illustrations of main points in the main paragraphs. 


Options c and h are not relevant. 


4 Read a model text 

a 1/Yes; 2 Yes; 3 Yes 
1 Introduction, background information 
2 His role as a basketball player 
3 His role in business 


4 Conclusion, summarising the main points. 


5 Make a plan 


The plan suggested below is one possible version. Students 
may decide to order the details and paragraphs differently. 


First, identify background details suitable for an 
introduction. (Born 1910, Albania, nun from age of 18, 
India, Famous for helping the poor in India) 

The second paragraph could contain information about her 
work (Saw sick people on Calcutta streets, started order) 
Paragraph 3 could contain a description of her character, 
lifestyle and devotion. 

Paragraph 4 Conclusion - Nobel Prize, description of her 


funeral. This paragraph should also make it clear why she 
is important enough to be included in this book. 


6 Think about vocabulary 


a 1 influenced; 2 admiration; 3 creative; 4 realised, 
ambition; 5 discoveries; 6 inventor; 7 devoted; 
8 founded; 9 pioneer 





























b 
Noun Verb Adjective Person 
influence | influence influential 
admiration | admire admirable admirer 
creation create creative creator 
ambition ambitious 
achievement | achieve achiever 
devotion devote devoted 
invention invent inventive inventor 
discovery discover discoverer 




















7 Think about connectors 
a Underline: 
because, as, due to, since 


b Encourage students to get practice in using all the 
connectors in a. Some discussion to get ideas might be 
needed before the students write. 

















Articles 






| Reviewing 


2 Think about your reader 
1 


2 
3 
4 
5 


International Students’ Magazine 
Students of English around the world. 
c 

Not necessarily 


As the reader may not know the programme, there 
should be a brief description of the programme: 
name, type of programme, and its basic content. 


3 Think about vocabulary 


a 


Underline: 


sitcom, news, music show, weather, quiz show, soap, 
dramatic serial, documentary, drama series. film, 
current affairs, comedy series, chat show 


good: brilliant, excellent, outstanding, superb 


5S 


bad: appalling, awful, dreadful 


funny: amusing, hilarious. humorous, witty 


interesting: fascinating 
boring: dreary, dull, tedious 


exciting: dramatic, fast-paced, gripping, thrilling 


5 Read a model text 


a 


1 Name of programme, type of programme, where 
action takes place, overview of situation and 
characters. 

2 Gives a reason for liking the show, and 
recommends it to the reader. 


3 The present simple 
Underline topic sentences: 
e My favourite TV programme is ‘Friends’. 


¢ This show is one of mv favourites because the 
characters are so strongly portrayed. 


¢ Another reason I love this programme is that the 
script is sO Witty... 


« {suppose the main reason why... it reflects our 


own lives. 
Outline: 


1 Introduction — background information. Friends, 
sitcom, New York. funny situations 

2 Characters ~ Favourites — Chandler, unlucky in 
love, Phoebe, eccentric 


3 Script - witty 


4 Conclusion —~ summary of opinion, reflects our 
lives, and recommendation 


7 Think about grammar 


a 


Underline: 
funniest + have ever seen 


Learners should be encouraged to make up sentences 
based on their own experience. 





Articles 
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ae 


Language learning 


2 Think about your reader 
1 
2 


A college magazine 


‘College’ probably means from 16 to 22, and maybe 
older. The majority of college students are between 18 
and 21. 


b 


4 Think about style 


1 


is too formal and academic in tone. It does not 
address the target readers appropriately. 


is in an appropriate style 


is in a report format. and is not suitable for an article. 


5 Read a model text 


a 
b 


Topics included are: 1. 2.3.5.6 

Writer's personal experience: 

¢ problems — studving for vears, but can’t sav a 
word, losing confidence. 

e the benefits of watching TV and reading 

Underline: 

First of all, adopting a positive attitude is essential. 

Secondly, you should trv to get as much speaking 

practice as possible. 

My problem has always been vocabulary. 


1. Introduction — questions to the reader, suggest 
solutions. 


2 Positive attitude - don't be afraid to make a 
mistake. 

3 Exposure ~ practise as much as possible in class 
& out. 

4 Vocabulary —-TV & Reading. 


§ Conclusion © encouragement 


6 Think about your introduction 


a 


The writer asks the reader questions. 


8 Think about vocabulary 


a 
b 


Underline: overcome, lose. participate. waste 
Ask students to trv and think of other verbs that 
collocate with the nouns. before moving on to ¢. 


a problem: come up against. encounter, get involved 
in. have. run into, solve 

confidence: build up. destroy. gain. have. run out of, 
shatter 

a discussion: cut short. get into. get involved in. have 

time: gain, have, save. spend 

get involved in, gain 

have 

1 save/gain; 2 encountered/ran into/came up 

against; 3 build up: 4 ran out of: 5 cut short: 


6 shattered/destroved: 7 got into/got involved 
in/had: 8 solve 
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9 Think about grammar 


a The syntax is the same as for a question ~ there must 
be an auxiliary verb, or inversion of subject and verb. 


b 1° Only then did I make faster progress. 

Only then did [ understand what was wrong. 
Only then will you be able to speak more fluently. 
Only then should you take the examination. 


“Vt wn 


Only then did her confidence grow. 


Set book essays 
Discussing the plot 






2 Make notes on the plot 


Student’s notes can often be like the example in the 
book. Point out that notes are usually made for a reason: 
revising for exams, and collecting information to use in a 
composition. 


Elicit from learners how notes can be laid out to be easy 
to read, and to find information within the notes 
whenever needed. (Use of headings, numbered sub- 
headings, diagrams, ideas webs, tables, etc. are all 
possible ways of storing information in an accessible 
way.) 

Then focus on the language of notes: omission of 
‘grammatical’ elements (articles, prepositions, pronouns, 


auxiliary verbs.) and the inclusion of key vocabulary only. 


Allow students to develop their own shorthand and 
abbreviations. 


Sample answer for background to story/early years 


1 always violent temper, 2 worried family, 3 always got 
his own way 


4 Think about your reader 
1c; 2 composition; 3.No; 4 Fairly formal 


6 Read a model text 
a a2: b4: c1; d3 
b and c 


Get students to follow the model answer, but with the 
book that they have read. 


7 Think about vocabulary 


1 plot; 2 set; 3 hero; 4 minor characters; 5 villain; 
6 heroine; 7 portrays; 8 develops 


8 Think about grammar 


1 rents; 2 visits; 3 stays; 4 has; 5 returns; 6 asks; 
7 tells; 8 falls: 9 goes; 10 comes; 11 marries; 12 runs 


Set book essays 
_ Discussing characters 





2 Make notes on the text 


Continue to get students to write very short notes, as in 
the previous unit. Help them also to organise notebooks 
to have separate pages for each character, and each page 
to have sub-headings to organise the information for easy 
later access. 


4 Think about your reader 


1d 
2 The readers of the college magazine 
3 ¢ 


6 Think about content 

a 1 Usher: character and behaviour 
Santiago: attitude and opinion 
Santiago: character and behaviour 
Catherine: character and behaviour 
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Heathcliff: character and behaviour 

b Usher: anti-social, depressed, over-sensitive 
Santiago: determined, respectful of nature 
Catherine: attractive, high-spirited 
Heathcliff: bad tempered, anti-social 


7 Be your own examiner 
Content 
« Yes 


e¢ Some rather vague illustration — there should be more 
specific details of events in the book to illustrate the 
main points 

« No 

Range and accuracy of structures and vocabulary 

« No 

¢ No — there is too much co-ordination with ‘and’; 
other sentences are simple and simply connected. 
Needs more complex sentences, using subordinate 
and co-ordinate clauses. 

e¢ A reasonable range of vocabulary, but some vague 
words need replacing (bad, badly). 

Organisation 

¢ No - ideas in each paragraph do not have a unifying 
focus in a clear topic sentence. 

e No - linking words are needed to connect sentences 
to one another. 

Style 

e =Yes 

e The format is OK, but as it is an article, a title and 


sentences which more directly address the readers 
would be an improvement. 
































Effect on the reader 


Yes, a reasonably accurate picture of Heathcliff is 
written, but the organisation makes this difficult to 
follow. 


No. This is only understandable by reading between 
the lines, and making heavy inferences. 


It probably does suit the target reader, but is a little 
too much like a composition for a teacher. 


8 Edit your text 


a 


1 Follow the procedure in Unit 19, 6 b Think 
about paragraphing, for revising the content of 
a disorganised text. Get students to underline 
ideas for each paragraph in different colours, and 
then make an outline. 


2 Reasons for choosing the character could go 
either in the introduction or the conclusion. 


3 Irrelevant material is: 
‘Catherine seems to both .... unpredictable 
emotions.’ 
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‘Catherine loves him, but ... marries someone 
else.’ 


Underline: deeply, anything, by, would have 


Ask students to underline all the instances of 
‘and’, and ask their opinion of this constant 
repetition. As a revision of connecting words, get 
learners to try combing one or two examples in as 
many ways as possible. Get learners to complete 
the rest of the examples in pairs, or alone. 


Possible alternatives for ‘bad’: traumatic, 
troublesome, violent, disturbing, anti-social. 
shocking, rebellious, etc. Avoid also accepting 
words such as ‘terrible’, ‘awful’, etc. as these are 
also vague. 

Alternatives for ‘badly’: cruelly, harshly, coldly, 
violently, etc. 

The use of a production dictionary such as the 
Longman Language Activator or the Longman 
Essential Activator could be of help here. 





